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DISCLAIMER

THE CONTENTS OF THIS MANUAL ARE PRESENTED AS A MATTER OF
INFORMATION ONLY. THE PLANS, POLICIES AND PROCEDURES DESCRIBED ARE
NOT CONDITIONS OF EMPLOYMENT. THE COUNTY RESERVES THE RIGHT TO
MODIFY, REVOKE, SUSPEND, TERMINATE OR CHANGE ANY OR ALL SUCH PLANS,
POLICIES, OR PROCEDURES, IN WHOLE OR IN PART, AT ANY TIME WITH OR
WITHOUT NOTICE. THE LANGUAGE THAT APPEARS IN THIS MANUAL IS NOT
INTENDED TO CREATE NOR IS IT TO BE CONSTRUED TO CONSTITUTE A
CONTRACT BETWEEN THE COUNTY AND ANY ONE OR ALL OF ITS EMPLOYEES.
EXCEPT AS OTHERWISE PROVIDED BY A COLLECTIVE BARGAINING AGREEMENT
OR APPLICABLE LAW, ALL EMPLOYEES ARE EMPLOYEES AT-WILL. THIS MEANS
THAT ANY EMPLOYEE MAY VOLUNTARILY TERMINATE HIS OR HER
EMPLOYMENT AT ANY TIME, FOR ANY REASON. IT ALSO MEANS THAT THE
COUNTY MAY TERMINATE ANY EMPLOYEE'S EMPLOYMENT AT ANY TIME WITH
OR WITHOUT GOOD CAUSE.

SOME OF THE COUNTY’S EMPLOYEES BELONG TO A UNION. THE PERSONNEL
POLICIES AND PROCEDURES CONTAINED IN THIS MANUAL ARE NOT INTENDED
TO VOID, REPLACE, OR CONFLICT WITH NEGOTIATED UNION CONTRACTS. ASTO
UNIONIZED EMPLOYEES, TO THE EXTENT A COLLECTIVE BARGAINING
AGREEMENT CONFLICTS WITH THESE PERSONNEL POLICIES AND PROCEDURES,
THE COLLECTIVE BARGAINING AGREEMENT SHALL SUPERSEDE AND/OR MODIFY
THESE PERSONNEL POLICIES AND PROCEDURES.

THIS PERSONNEL POLICIES AND PROCEDURES MANUAL SUPERCEDES ANY PRIOR
EMPLOYMENT POLICIES, PRACTICES OR UNDERSTANDINGS.
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l. GENERAL INFORMATION POLICY

Filing of Updates

Revision Date Initials Revision Date Initials
# Filed of Filer # Filed of Filer
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2 06/18/08 |  ajc [ | I |
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5 02/20/09 | lal I I I |
6 04/02/09 |  ajc [ I I I
7 10/07/09 | ajc [ I I I
8 12/16/09 | ajc [ I I I
9 03/17/10 | ajc [ I I I
10 05/05/10 |  ajc [ I I I
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16 11/02/11 | ajc [ I I |
17 04/18/12 |  ajc I | I I
05/02/12 | ajc [ I | |
19 06/06/12 | ajc [ I I |
20 03/06/13 |  tvh I I I I
21 07/17/13 | ajc. I

[EEN
o
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l. GENERAL INFORMATION POLICY

Introductory Letter

The County of Salem is committed to providing a high level of service to the public while
maintaining a high level of morale among County of Salem employees. Toward this goal, the
County of Salem has developed this personnel policies and procedures manual.

As a principal member of the County of Salem’s team, it is important that you understand,
support and administer these policies and procedures if we are to achieve our goal. With your
assistance and through your professional leadership, we will attain the consistent and equitable
practice necessary for effective operations.
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l. GENERAL INFORMATION POLICY

Purpose of Manual

The purpose of this Manual is to establish policies and formalize procedures for all Salem
County employees. The Manual also applies to the employees of certain County of Salem
government related employers (hereafter “County Government Related Employers”) who, as
appointing authorities in their own right, have approved and adopted this Manual. This Manual
applies to the following County Government Related Employers and their employees:

. Sheriff’s Department (including Corrections)

. Prosecutor’s Office

. Salem County Board of Elections

. County Clerk

. Surrogate’s Office

. Library Commission

. Tax Board

. Any other committee, commission, agency, board or entity affiliated directly with

or appointed by the Salem County Board of Chosen Freeholders which may come
to have employees covered by these policies unless and until those entities
develop their own personnel policies and procedures.

County Government Related Employees as used in this Manual means employees of County
Government Related Employers.

County Government Employees as used in this Manual means employees who fall under the
Board of Chosen Freeholders appointing authority (employees of the Department of Health &
Human Services, Department of Consumer Affairs, Public Works Department, County
Engineer’s Office, Planning Department, Treasury Department, and Administrator/Clerk of the
Board’s Office, etc.)

County Government as used in this Manual means the government operations that fall under the
Salem County Board of Chosen Freeholders as the appointing authority.

Employees as used in this Manual refers collectively to County Government Employees and
County Government Related Employees.

County/County of Salem as used in this Manual refers collectively to County Government and
County Government Related Employers.

This Manual is designed to deal with general topics relevant to all employees. Many County
Department Heads have or may issue procedural manuals, directives or other operational
instructions that address departmental issues more specifically than this Manual. In those
instances, employees must follow the more specific departmental directives. The Manual refers
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l. GENERAL INFORMATION POLICY

Purpose of Manual (cont’d)

certain employees to more specific departmental directives, where those directives were known.
In the event any employee has questions relating to the applicability of any provision in this
Manual, the question should be submitted in writing to the Human Resources Office who will
respond after consultation with the appropriate Department Head and/or County Related
Employer.

All Departments that adopt more specific procedural manuals, directives or other operational
instructions must have those department directives reviewed by counsel. They must be adopted
by the appointing authority, and a copy must be filed with the County Administrator.

The policies and procedures contained in this Manual are not intended to void, replace, or
conflict with applicable New Jersey Department of Personnel rules and regulations or with
negotiated union contracts. Except as provided by New Jersey Department of Personnel Rules, a
collective bargaining agreement, or other applicable law, all employees are employees at will.

This policies and procedures Manual is not to be construed as a contract or other legal promise.
The County reserves the right to rescind or revise any or all policies contained in this Manual at
any time with or without notice, subject to the rights of unionized employees regarding

mandatorily negotiable terms and conditions of employment under N.J.S.A. § 34:13A-1 et seq.
and N.J.A.C. § 19:10-1.1 et seq.
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l. GENERAL INFORMATION POLICY

Format of Manual

Each policy and procedure in this manual has its own page number with a prefix that identifies
the section.

EXAMPLE: I1I-5 Interviewing Guide
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l. GENERAL INFORMATION POLICY

Distribution of Manual

The Personnel Policies Manual shall be distributed to all employees upon adoption and to new
employees upon hire. The Procedures Manual is an internal management document for
distribution to all County Department Heads and their designees only.

Each employee is responsible for the manual assigned to him or her and must surrender the
manual upon leaving his or her position with the County.

Manuals will be assigned to and collected from employees by the Human Resources Office.
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l. GENERAL INFORMATION EXHIBIT

Distribution of Manual

Acknowledgment of Receipt
of Manual Information

Employee Name:

THE PERSONNEL POLICIES MANUAL IS FOUND ON THE COUNTY INTRANET AT
http://172.16.1.29/intranetdev/default.asp?content|D=9

Human Resouirces = &

& http://172.16.1.29/intranetdev/default.asp?contentlD=9 - Windows In

\ Salem County Personnel Policy Manual_(click here)
@ J ¥ @] http://172.16.1.259fintranetdev /default. asp?contentID =3

: File Edit View Favorites Tooks Help The County of Salem is committed to providing a high level of service to the
public while maintaining a high level of morale among County of Salem employees.
Toward this goal, the County of Salem has developed this personnel policy
manual.

As a principal member of the County of Salem's team, it is important that you
understand, support and administer these policies if we are to achieve our goal.
With your assistance and through your professional leadership, we will attain the
consistent and equitable practice necessary for effective operations.

Please contact the Human Resources Department with any questions you may
have.

email: Human Resources

856-935-7510 xB8202
856-935-6137 fax

Q

o A link to the Policy Manual is placed on each County-owned PC desktop
olcy anual

for easy access by employees.

NOTICE: The manual explains the County’s personnel policies and supersedes any prior contracts,
policies, or understandings regarding employment practices. Employees are expected to read and become
familiar with the contents of the Manual and updates to the Manual as instructed.

Employees are considered to be at-will unless they are protected by a collective bargaining agreement or
have tenure under the Civil Service Law or other applicable laws. At-will employment may be
terminated at any time, for any reason, with or without cause, and with or without notice.

The County may amend, supplement, or terminate these policies without advance notice. The personnel
policies contained in the manual are not intended to nullify, replace, or conflict with negotiated union or
association contracts. As to unionized employees, to the extent a collective bargaining agreement
conflicts with these personnel policies, the collective bargaining agreement supersedes and/or modifies
these personnel policies.
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l. GENERAL INFORMATION EXHIBIT

Distribution of Manual

Acknowledgment of Receipt
of Manual Information (cont’d)

The personnel policy manual is the property of the County of Salem (the “County”). Upon separation
from employment with the County, any printed or electronically saved copies of the personnel policy
manual and any updates shall be returned to the Human Resources Office.

Acknowledgment:

I, ,acknowledge receipt of this Personnel Policies Manual on

Signature of Employee: Date:

Signature of Human Resources Representative: Date:
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l. GENERAL INFORMATION POLICY

Review and Update of Manual

The written policies and procedures in this manual will be revised whenever any changes in
personnel policies, operations or the law necessitate such action.

In addition, the Human Resources Office or its designee shall endeavor to review the manual
periodically, for additions, deletions or changes to its contents.

Approved revisions will be distributed to all current policy manual holders, who are responsible
for ensuring their manual is up-to-date at all times.

Users of this manual who encounter difficulty in administering or interpreting any policy or
procedure in the manual should submit their questions/concerns in writing to his or her
Department Head with a copy to the Human Resources Office. The writing should contain the
nature of the difficulty, a proposed solution or revision, and, if necessary, a request to meet with
the Department Head.
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l. GENERAL INFORMATION EXHIBIT

Review and Update of Manual

Review/Interpretation of
Policy or Procedure

Employee Name: Date:

Department:

1. Identify section which requires interpretation or revision.
(Provide complete information - Chapter, page, paragraph, etc.)

2. Nature of problem or question.
3. Proposed solution or suggested revision.
4. Check only if desired or necessary.
Q I'd like to meet with you to discuss this.
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l. GENERAL INFORMATION POLICY

Definitions

APPOINTING AUTHORITY:: The person or group of persons having power of appointment or
removal. (N.J.A.C. § 4A:1-1.3).

For County Government Employees, the appointing authority function is
performed through the Personnel Action Request (PAR) process which requires
signatures of: the applicable Department Head; the Director of Human
Resources; the Chairperson of the applicable Freeholder Board Committee; the
County Administrator; and the Freeholder Director. In the case of a conflict or
disagreement among these five individuals, the Freeholder Director’s decision
controls.

Exceptions to the foregoing rule include appointments to County offices and high
level positions, as follows: County Treasurer, County Administrator , Clerk of
the Board, Deputy Clerk of the Board, County Counsel, County Labor Attorney,
County Engineer, County Planner, and all County Department Heads. In such
instances the appointment is made by resolution of the Freeholder Board.

For Prosecutor’s Office employees (including Assistant Prosecutors, Detectives
and Investigators, and clerical/support staff) the appointing authority is the
Prosecutor, or his or her designee.

For Sheriff’s Department employees (including Sheriff’s Officers, Corrections
Officers and clerical/support staff) the appointing authority is the Sheriff, or his or
her designee.

For Board of Election employees, the appointing authority is the Board of
Elections.

For Board of Taxation employees, the appointing authority is the County Tax
Administrator pursuant to N.J.S.A. 54:3-7(a) who shall submit a PAR to be
countersigned by the County Administrator, Freeholder Committee Chairperson
and Freeholder Director. The appointing authority for the County Tax
Administrator is the County Board of Taxation.

For County Clerk employees, the appointing authority is the County Clerk, or his
or her designee.

For Surrogate employees, the appointing authority is the Surrogate, or his or her
designee.
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l. GENERAL INFORMATION POLICY

Definitions (cont’d)

. For employees of County Government Related Employers not specified above,
the appointing authority is the person, or group of persons, having power of
appointment or removal, regarding the subject employee.

CAREER SERVICE (formerly classified service): Positions and job titles subject to the tenure
provisions of Title 11A, New Jersey Statues. There are two divisions in the Career
Service, Competitive and Non-Competitive. (N.J.A.C. § 4A:1-1.3).

CERTIFICATION: A list of names presented to the appointing authority for regular
appointment. (N.J.A.C. § 4A:1-1.3).

COMPETITIVE DIVISION: One of the two divisions in the Career Service. To become a
permanent employee in this division requires filing for and successfully completing an
examination process which includes a working test period. (N.J.A.C. § 4A:3-1.2).

COUNTY/COUNTY OF SALEM: County Government and County Government Related
Employers.

COUNTY GOVERNMENT: The government operations that fall under the Salem County
Board of Chosen Freeholders as the appointing authority.

COUNTY GOVERNMENT RELATED EMPLOYEES: Employees who fall under the Board of
Chosen Freeholders appointing authority (such as Courthouse administrative employees,
employees of the Department of Health, Department of Weights & Measures, Road &
Bridge Department, County Engineer and Planning Department, Treasury Department,
and County Administrator /Clerk of the Board’s Office, etc.)

COUNTY GOVERNMENT EMPLOYERS: County Government Employers include:

Sheriff’s Department (including Corrections)

Prosecutor’s Office

Salem County Board of Elections

County Clerk

Surrogate’s Office

Library Commission

Tax Board

Any other committee, commission, agency, board or entity affiliated directly with
or appointed by the Salem County Board of Chosen Freeholders which may come
to have employees covered by these policies unless and until those entities
develop their own personnel policies and procedures.
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l. GENERAL INFORMATION POLICY

Definitions (cont’d)

COUNTY GOVERNMENT RELATED EMPLOYEES: Employees of County Government
Related Employers.

COUNTY OF SALEM: County Government and County Government Related Employers.
DEMOTION: A reduction in job title or scale of compensation. (N.J.A.C. 8 4A:1-1.3).

DEPARTMENT HEAD: The supervisor of a unit of employees given the designation of
“Department Head” by the Appointing Authority.

In County Government, the Department Heads include:
County Administrator

Clerk of the Board

County Engineer

County Treasurer/Chief Financial Officer
Director of Human Resources

Director of Emergency Management Services
Director of Public Health

Director of Social Services

Director of Transportation

Superintendent of Schools

In the Sheriff’s Department, the Sheriff has not designated the Undersheriff or Warden or
Deputy Warden as Department Heads. Therefore, the Sheriff is the only Department
Head in the Sheriff’s Department.

In the Prosecutor’s Office, the Department Heads include:

e First Assistant Prosecutor
e Chief of Detectives

In the Tax Board, the Department Head is the County Tax Administrator.

If an Appointing Authority has not designated a Department Head, “Department Head”
shall mean the highest level supervisory person of the subject employee, or in the absence
of the highest level supervisory person, the Appointing Authority. If uncertainty as to the
identity of the appropriate Department Head or Appointing Authority exists, consult the
County Administrator.
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l. GENERAL INFORMATION POLICY

Definitions (cont’d)

ELIGIBLE LIST: A roster of persons qualified for employment or reemployment compiled or
approved by the New Jersey Department of Personnel. (N.J.A.C. § 4A:1-1.3).

EMPLOYEES: County Government Employees and County Government Related Employees.

EXEMPT EMPLOYEE: Executive, administrative or professional employees who are not
eligible for overtime under the Fair Labor Standards Act. If any employee has questions
about exempt employee status, please contact the Payroll Office.

FULL-TIME POSITION (Employee): One that requires the incumbent to work the full number
of hours established by the County for the specific position or group of positions.
Typical full-time work weeks include, but are not limited to 35, 37%2, or 40 hours per
week.

GRIEVANCE: An employee complaint regarding any term or condition which is beyond the
employee's control and can be remedied by management. (N.J.A.C. § 4A:2-3.1(b)).

INTERIM APPOINTMENT: An appointment made while a permanent employee (1) is on an
approved leave of absence, (2) is on indefinite suspension, or (3) has been removed or
demoted for disciplinary reasons and is awaiting final administrative action by the Merit
System Board on appeal, which shall only remain in effect until the employee returns
from leave, at which time the appointee reverts to his/her former status. Interim
appointments may only be made to fill a vacancy created by a leave of absence, an
indefinite suspension, or pending a disciplinary appeal and does not include vacancies
created by the moving of other employees to fill the vacancy created by the employee on
leave. (N.J.A.C. 84A:4-16.)

LAYOFF: Separation of permanent employee from employment because of economy, efficiency
or other related reasons and not for disciplinary reasons. (N.J.A.C. 8§ 4A:1-1.3).

MERIT SYSTEM: A personnel system that provides for a fair balance between managerial
needs and employee protection governed by Title 11A, New Jersey Statutes.
Jurisdictions which elect to adopt Title 11A are subject to the rules and regulations of
Title 4A of the New Jersey Administrative Code.

NON-COMPETITIVE DIVISION: A division of the Career Service in which employees become

permanent without competing in an examination process, but successfully pass a working
test period. (N.J.A.C. 8 4A:3-1.2(d)).
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l. GENERAL INFORMATION POLICY

Definitions (cont’d)

NON-EXEMPT EMPLOYEE: An employee who is eligible for overtime using the standards set
forth under the Fair Labor Standards Act. If any employee has questions about non-
exempt employee status, please contact the Payroll Office.

OFFICIAL: Any person, whether compensated or not, whether part-time or full-time, who is
elected to or serves on the Board of Chosen Freeholders of Salem County or any board,
commission, committee, agency or similar body of any County Government Related
Employer.

OPEN COMPETITIVE EXAM: A test open to members of the public who meet the prescribed
requirements for admission. (N.J.A.C. 8 4A:1-1.3).

PART-TIME EMPLOYEE: An employee whose regular hours of work are less than the regular
and normal work week for that job title or agency. (N.J.A.C. § 4A:1-1.3).

PERMANENT EMPLOYEE: A Career Service employee who has acquired the tenure and
rights resulting from regular employment and successful completion of the working test
period. (N.J.A.C. §4A:1-1.3).

PROMOTION: An advancement in job title. (N.J.A.C. § 4A:1-1.3).

PROMOTIONAL EXAM: A test open to permanent employees who meet the prescribed
requirements for admission. (N.J.A.C. § 4A:1-1.3).

PROVISIONAL APPOINTMENT: Employment in the competitive division of the Career
Service pending the appointment of a person from an eligible list. (N.J.A.C. § 4A:1-1.3).

REGULAR APPOINTMENT: Employment of a person to fill a position in the competitive
division of the Career Service upon examination and certification OR the employment of
a person to a position in the non-competitive division of the Career Service. (N.J.A.C. §
4A:1-1.3).

REMOVAL: Termination of a permanent employee from employment for disciplinary reasons.
(N.J.A.C. §4A:1-1.3).

SPECIAL REEMPLOYMENT LIST: An eligible list which includes former or current

permanent employees who were laid off, laterally displaced or demoted in lieu of layoff.
(N.J.A.C. §4A:4-3.1(8)(5)).
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Definitions (cont’d)

STRIKE: The concerted failure to report for duty or willful absence of any employee from his
position, or stoppage of work, or absence in whole or in part including but not limited to
slowdowns, from the full, faithful and proper performance of the employee's duties or
employment.

SUSPENSION: Temporary separation from employment for disciplinary reasons. (N.J.A.C. §
4A:1-1.3).

TEMPORARY APPOINTMENT: An appointment made to a position in which the job
assignment is for an aggregate period of not more than 6 months in a 12-month period. A
temporary appointment for a maximum of 12 months may be approved to a position
established as a result of a short-term grant. (N.J.A.C. § 4A:4-1.7).

TRANSFER: A permanent transfer is the movement of a permanent employee between
organizational units within the same governmental jurisdiction. (N.J.A.C. § 4A: 4-
7.1(a)).

A temporary transfer may be voluntary or involuntary and is the movement of a
permanent employee between organizational units within the same governmental
jurisdiction for a maximum of six months to effect economies, make available a needed
service for short periods or for any other documented purpose which is in the best interest
of the public service. All temporary transfers must be approved by the Commissioner of
the Department of Personnel. (N.J.A.C. 4A: 4-7.1(d)).

UNCLASSIFIED SERVICE: Positions and job titles which are not subject to the tenure
provisions of Title 11A, New Jersey Statutes, unless otherwise specified. (N.J.A.C. § 4A:1-1.3).

VETERAN'S PREFERENCE: The preference given to a veteran in appointment and layoff.
(N.J.A.C. §4A:5-1.1).

WORKING TEST PERIOD: A part of the examination process after regular appointment, during

which time the work performance and conduct of the employee is evaluated to determine
if permanent status is merited. (N.J.A.C. § 4A:1-1.3).
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Management Rights

The County hereby retains and reserves unto itself, without limitation, all powers, rights,
authority, duties and responsibilities conferred upon and vested in it by the laws and
Constitutions of the State of New Jersey and of the United States including, but not limited to,
the following rights:

1. To manage and control the affairs of the County of Salem and its properties and facilities,
its operation, and the work activities and scheduling of its employees;

2. To hire all employees and, where applicable, subject to the provisions of New Jersey
Department of Personnel regulations, and/or collective bargaining agreements, determine
their qualifications, standards of performance, and conditions for continued employment
or assignment, promotion, and transfer;

3. To suspend, demote, discharge, or take other disciplinary action for good and just cause
according to law;

4. To establish rules, regulations, policies, and procedures to effect the orderly and efficient
administration of the County of Salem's personnel management system.

5. The failure of the County of Salem to exercise any of the foregoing rights, or any other
management rights, shall not be construed as a waiver of these rights.

6. To layoff according to law.
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Ethics Guidelines

In our representative form of government, it is essential that employees and officials uphold the
respect and confidence of the people. Employees and officials should, therefore, avoid conduct
which violates the public trust or which creates a justifiable impression among the public that the
trust is being violated.

All employees and officials must conduct themselves in accordance with N.J.S.A. 40A:9-22.1 et
seq., the Local Government Ethics Law. In addition, the Prosecutor and employees of the
Prosecutor’s Office must comply with the Code of Ethics for County Prosecutors.

The following are some examples of situations in which an employee or official could use his or
her position in an unethical manner.

. Accepting any gifts or entertainment from any company, business, individual or agency
which has had or is likely to have any professional or official transactions with the
County.

. Borrowing money from individuals or firms, except recognized lending institutions, with

which the County does business.

. Conducting County business with a firm in which the employee or official or an
immediate family member of the employee or official has a substantial interest.

. Holding a substantial interest in a firm or managing a firm with which the County
regularly conducts business.

. Misusing, or revealing confidential information to unauthorized parties.

. Participating in civic or professional organizational activities in a way which results in
the disclosure of confidential information.

. Simultaneous employment with a firm which is a County supplier.
. Speculating or dealing in materials, equipment, supplies or services purchased by the
County.

All employees/officials are responsible for implementing this policy by reporting circumstances
which appear to violate legal, regulatory or ethical requirements.
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Ethics Guidelines (cont'd)

Conflict of Interest

Employees and officials have an obligation to avoid actual or potential conflicts of interest in
conducting County business. The purpose of these guidelines is to provide general direction so
that employees can seek further clarification on issues related to the subject of acceptable
standards of operation.

A conflict of interest occurs when an employee or official is in a position to influence a decision
that may result in personal gain for that employee or official, for an immediate family member,
or for a business in which the employee or official or an immediate family member has a
personal interest. For the purpose of this policy, immediate family includes a spouse or
dependent child residing in the employee’s or official’s household.

No presumption of guilt is created by the mere existence of a relationship with outside firms.
However, if an employee or official has any influence on transaction involving purchases,
contracts, or leases, it is imperative that he or she disclose to the board, committee, commission,
agency, or other body, or to his or her Department Head, as applicable, as soon as possible the
existence of any actual or potential conflict of interest so that safeguards can be established to
protect all parties.

Personal gain may result not only in cases where an employee or official or relative of an
employee or official has a significant ownership in a firm with which the County does business
but also when an employee or official or relative of an employee or official receives any
kickback, bribe, substantial gift, or special consideration as a result of any transaction or business
dealings involving the County.

Confidential Information

The data of the County is the property of the County and should never be given to an outside
firm or individual except through normal channels with appropriate authorization and as required
by law. Any improper disclosure of information, even though it is not apparent that an employee
or official has personally gained by such action, constitutes unacceptable conduct. Any
employee who participates in such a practice will be subject to disciplinary action, up to and
including termination of employment. All employees/officials need to be aware of the
importance of conducting themselves in an ethical manner. As such, employees/ officials shall
not take part in or attempt to influence in any way any activity in which their own best interests
may conflict with the best interests of the County. Note that this policy applies to data or
information that is not subject to disclosure pursuant to the Open Public Records Act.
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Ethics Guidelines (cont'd)

Procedure for Recusal

Recusal is the process by which an employee or official who makes decisions on behalf of the
employer is excused from taking action in a certain situation because of a conflict.

An employee or official must recuse himself or herself from a matter if he or she has:

1) Any financial interest, direct or indirect, that is incompatible with the discharge of the
official or employee’s public duties; or

2 Any personal interest, either direct or indirect, that is incompatible with the discharge of
the official or employee’s public duties.

An incompatible financial or personal interest includes, but is not limited to, outside
employment; a debtor/creditor relationship; a fiduciary relationship; a source of income; any
matter pertaining to a relative or cohabitant; a relationship with a person providing funds, goods
or services without compensation; any matter pertaining to a business associate or business
investment; and a leadership role in a professional or trade organization; which interest might
reasonably be expected to impair an employee’s or official’s objectivity and independent or
judgment in the exercise of his or her official duties or might reasonably be expected to create an
impression or suspicion among the public having knowledge of his or her acts that he or she may
be engaged in conduct that violates his or her trust as an employee or official.

An incompatible financial or personal interest may exist in other situations which are not clearly
within the provisions above, depending upon the totality of the circumstances.

If an employee or official finds that an incompatible financial or personal interest exists on a
matter, the employee or official must recuse himself or herself from the matter. The recusal must
be absolute, that is, the employee or official must not have any involvement with the matter from
which he or she recused himself or herself.

All recusals, except as provided below, must be memorialized in writing. The writing must:

. Specify the reason for the recusal;

. Specify the date of the recusal;

. Specify the duration of the recusal (which may be expressed in terms related to
the pendency of the matter);

. Specify the effect of the recusal on the employee or official (for example, that the

employee or official is not to be contacted or involved or participate in any
manner concerning the matter from which he or she has been recused);
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Ethics Guidelines (cont'd)

. Name the person who is to assume responsibility and authority for the matter
from which the employee or official has been recused (if applicable); and

. Be disseminated to all persons who might be affected by the recusal,

. Be retained by the County Administrator, who shall retain the writing for as long

as the employee or official remains an employee or official of the County;

In the case of a board, committee, commission or agency that maintains a public record of a
proceeding, a formal written recusal is not required. The following procedure, however, must be
followed:

. To the extent feasible, meeting materials involving a matter from which the
official must recuse himself or herself should not be distributed to the official,

. At the subject meeting, the official must place his or her recusal on the records
prior to any discussion of the matter; and

. The official must leave the room during the non-public portion of the meeting

while the matter in question is under discussion.

Procedure for Reporting a Violation

Employees/officials who believe an ethical violation or a conflict of interest or other wrongdoing
has occurred must report the violation to the appropriate Department Head. The Department
Head will forward the report to the County Administrator.

If it is not practical for an employee to report the alleged violation to his or her Department
Head, or if an employee is not satisfied with the Department Head's response, the employee shall
file a written report with the County Administrator.

The County Administrator or his or her designee, upon receipt of any report of suspected
violations, will initiate an investigation.

All records, including employee identity, shall be kept confidential, except as necessary during
an investigation. The accused shall have a fair opportunity to respond to allegations. No
retaliation may be taken against an employee who in good faith reports suspected violations even
if a subsequent investigation reveals no wrongdoing.

Employees or officials who are found to be in violation of any provisions of Salem County’s

Ethic Guidelines may be subject to censure, fine, suspension or termination in addition to other
penalties as specified by State or local laws.
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Employee Protection Against Reprisals or Political Coercion

The County will not take or threaten to take any reprisal action against an employee in the career
or unclassified service in retaliation for an employee’s lawful disclosure of information on the
violation of any law or rule, governmental mismanagement or abuse of authority. (See N.J.A.C.
§ 4A:2-5.1(a)).

The County will not take or threaten to take any action against an employee in the career service
based on the employee’s permissible political activities or affiliations. (See N.J.A.C. § 4A:2-
5.1(b)).

An employee may appeal a reprisal or political coercion action to the Merit System Board within
20 days of the action or the date on which the employee should reasonably have known of its
occurrence (N.J.A.C. 8 4A:2-5.2). Employees who are not covered by Department of Personnel
regulations may appeal to their respective appointing authority.

For additional information, see County Communications on Religious and Political Matters
Policy.
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Equal Employment Opportunity

The County of Salem maintains a strong policy of equal employment for all employees and
applicants for employment. The County hires, trains, promotes and compensates employees on
the basis of personal competence and potential for advancement without regard for race, color,
creed, ancestry, religion, sex, sexual orientation, national origin, age, marital status, disability,
citizenship, veteran status, as well as other classifications protected by applicable federal or state
laws, unless required by a bona fide occupational qualification.

This policy is applicable to all phases of employment, such as recruitment, selection,
appointment, placement, promotion, demotion, transfer, training, wages, benefits, working
conditions, and such personnel actions as layoff, recall, discharge, disciplinary action,
performance evaluation and use of all facilities.
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Americans With Disabilities

The County complies with the New Jersey Law Against Discrimination and the Americans With
Disabilities Act. The County will not discriminate against any qualified employee or job
applicant with respect to any terms, privileges, or conditions of employment because of a
person's physical or mental disability. The County also will make reasonable accommodation
wherever necessary for all employees or applicants with disabilities, provided that the individual
is otherwise qualified to safely perform the essential duties and assignments connected with the
job and provided that accommodations do not require significant difficulty or expense.

The County's nondiscrimination policy applies to all aspects of the employer-employee
relationship, including recruitment, hiring, upgrading, training, promotion, transfer, discipline,
layoff, recall, and termination.

Definitions
The Americans With Disabilities Act defines an individual with a disability as any person who:

1) has a physical or mental impairment that substantially limits one or more major
life activities, such as caring for oneself, walking, seeing, hearing, or speaking;

2 has a record of such an impairment; or
3) is regarded as having such an impairment.

An individual must satisfy at least one of the three prongs of the above definition to be
considered an individual with a disability under the ADA. Temporary conditions, such as a
broken leg, are not disabilities, nor are minor impairments, such as vision problems that are
correctable with glasses.

The New Jersey Law Against Discrimination defines disability as a physical disability, infirmity,
malformation or disfigurement which is caused by bodily injury, birth defect or illness including
epilepsy and other seizure disorders, and which shall include, but not be limited to, any degree of
paralysis, amputation, lack of physical coordination, blindness or visual impediment, deafness or
hearing impediment, muteness or speech impediment or physical reliance on a service or guide
dog, wheelchair, or other remedial appliance or device, or any mental, psychological or
developmental disability resulting from anatomical, psychological, physiological or neurological
conditions which prevents the normal exercise of any bodily or mental functions or is
demonstrable, medically or psychologically, by accepted clinical or laboratory diagnostic
techniques. Disability shall also mean AIDS or HIV infection.
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Americans With Disabilities (cont’d)

A qualified individual is an individual with a disability who, with or without reasonable
accommodation, can perform the essential functions of the employment position held or sought.
An individual who poses a threat to the health and safety of oneself or to others is not qualified.

Reasonable accommodation means any change or adjustment to a job or work environment that
does not impose an undue hardship on the County, or that permits a qualified applicant or
employee with a disability to participate in the job application process, perform the essential
functions of the job, or enjoy benefits and privileges of employment equal to those enjoyed by
employees without disabilities.

Requesting Accommodation

Qualified employees or prospective employees with disabilities may request accommodations to
perform the essential functions of their job or gain access to the hiring process. Employees or
prospective employees should direct their written request to the Human Resources Office. In the
written request, the employee or prospective employee should identify themselves as a person
with a disability, eligible for protection, and identify the nature of the accommodation or
consideration desired. The County may require the employee to provide adequate medical or
other appropriate documentation of the disability and the need for the desired accommodation.
The County will reasonably accommodate the known physical or mental limitation of an
otherwise qualified applicant or employee with a disability unless the accommodation would
impose an undue hardship on the County’s business operation.

To further the County's nondiscrimination policy, the County will:
. Identify the essential functions of a job;

. Determine whether a person with a disability, with or without accommodation, is
qualified to perform the duties; and

. Determine whether a reasonable accommodation can be made for a qualified
individual.

Reasonable accommodations that the County may provide in connection with modifications to
the work environment or adjustments in how and when a job is performed may include the
following:

. Making existing facilities accessible and usable;
. Job restructuring;
. Part-time or modified work schedules;
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Americans With Disabilities (cont’d)

. Acquiring or modifying equipment or devices;

Appropriate adjustment or modifications of testing materials, training materials,
and/or policies;

. Reassignment to a vacant position.

The County is also committed to not discriminating against any qualified employee or applicant
because he or she is related to or associated with a person with a disability.

If any applicant or employee has questions concerning the County's equal employment
opportunity policy, he or she should contact the Human Resources Office.
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Policy Against Harassment

The County of Salem is committed